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APPLICATION FOR RECORDS RETENTION SCHEDULE DR AT AE SECRETARY OF ggggﬁy
: __HE‘ICOR DS MANAGEMENT D{VISION

o N

INSTRUCTIONS: See Publication No. 76—RM-—1 for instructions on completing this form"; Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Sectiom, - : :

Application Date Departlnent Of Education ' . Application Number
Office of Administrative Services 6|-—- 3 Zq

Date Completed

Atlanta GA 30334

FOR AGENCY USE _ 1. Agency Address - ) | FOR RECORDS MANAGEMENT USE |

Application Number ; Regional Education Services Division [TuiReciied i

e

1 MAY 1 81981 |MAY 2_8 1981

) Telephone Number
Mrs. Connie Hunt Principal Secretary 656-2446
3. Action Requested - ) ' ) T
a. KY Establish Retention Schedule; record will continue to accumulate.
b. 1 Dispose of present accumulation; no further accumulation anticipated.

2. Person tt;j(’:ontact ] Workin_g Titlé

c. O _Amend Application No. Check One: [ Change; O Supercede; [ Void B __
4. Dates of Series 5. Records Series Title {foflowed by title used in office,; if dgifferent)
Earliest ~ Latest :

| To Date State DOE Program Manager for CESAs Administrative Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
The Regional Education Services Division is responsible for providing liaison services
between the State Department of Education and the 187 local school systems and 16 CESAs
{Cooperative Education Service, Agencies). It provides monitoring in administrative areas
dealing with State Board of Education policies and State laws; administers state school
standards thr¥ugh on-site appraisal of standards applications; assists local school systems
in the development of local facility plans; conducts pupil-teacher ratio and attendance
audits; provides liaison services to accrediting agencies and principals' oraanizations;
compiles school systems data for directories, school calendars, and the State legislature.
These services are provided through the Division Director, 10 Regional Directors (located

in offices throughout the state), and 1 Administrator assigned to work with the principals’
organizations.

7. Record Series Description This ftle contains the following documents finclude form numbers ah;;g;fés, if any):
Attach samples of the file.

Documentsrefating to: ~ Monitoring, administering and coordihating CESA activities from the
- state program manager’s office.

included are:  correspondence, memoranda, veports, proposals, pamphlets, analyses, §chedu]e§,'
and any other documents pertaining to the CESA State Program Manager's activitie
Majority of file is reference material used in performing mission.

Fueéanangm: chronologically by calendar year; thereunder alphabeticg]f}'by CESA. ..

8. Monthly Reference Rate How often are records referred to which are: ] e T T T
One to six months old ___5___,_.: Seven to twelve months old > -——. Thirteen to twenty-four months old 5___
twenty-five months andolder ____1 7 o

9. Annual Rate of Accumulation of Records ) _

Lettersize drawers _____ _ : Legal-size drawers —eemi Shelves - ; Other {specify) 6 inches

AR—50-71: Rev. 76 _ own T i —




Attach copy or excert of laws or regulations. Explain administrative need.

4
~

[ves | no | 10. Questionnaire {Place an "'X" in the proper column} _ 7 ‘____‘ ]
. a. Is this the official copy of the series? o - . '
¥ : If not, where is it? ) . o
b. Does the series contain confidential information requiring security handling? U yes,if:ite laws of regulation,
; . Is this a vital record? o
r d Does this series have historical or Iong;erm research value? _
e When one or two documents in the file make it necessary to keep the entxre file for a long period, could these
N/A documents be scheduled separateby? o
X f. Isthe mformatim contained in this ge;r:egg!gr pub!xshed, If ves, an C-h.QQmL. -
‘| q. Isthe infor mation contained in this series ever analyzed and/or recorded in a summarized report?
X If yes, attach copy, ~
h. Is there a duplication of this series in your office, or in another office or agency?
X If yes, where?
X AHEL&&MLMMME%'BMMUEEL
X | j._Does the recard series result in a comouter printout? ]
11. Retention Requirements The following requires the series to be kept:
a. State Law - years, d. Audit period n years,
b. Statute of limitation - . _years. e. Administrative need ____‘_i years
¢. Federal law — o _.__years. ’ f. Federalretention instructions ____ __ years,

12. Approved Disposiﬂon Instructions This agency recommends that the file series be cut off at the end of each:
: o Calendar Year; O Fiscal Year; (I Other

(A Hold in the current files area ___month(s) ___ 3 ____ year{s}; then
O Transfer to local hotding area; hold year(s}; then

O Transfer to State Records Center;hotd ___ . __year(s); then

3 Desiroy. '

[3 Transfer to State Archives for permanent retention.

0O Other {(Specify)

These instructions apply to all prior and future accumulations of the series.

—_ then,

e

graph 12 are appfoved. State Auditor/Designee

(If c*:sapproved attach letter -/ .
of explanazmn) Secret : e/Designggr

Attorney General/Desigries

AR-%c—71. RAsv. 76 - TReversa®ner




